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CHDZR OF BUSINESS

A, Unilinisied HBusinsss

1, Sugrestion No. 2U76 - Report il 250
Ghl:

25X1A 5¥ of Pereonnel Procurement Nivision, and He,

g "//?— Chief of Clerical Beerudtment
Branch, (Brief of suggestion is in 27 Saptembwr e x
1955 Agends)

Sugrestlon No, 970 - Report by N &~ 25X1A
paruicularly on the recomavided disterlbution
_of e avard within Commo,

ILLEGIB

25X1A
ILLEC

25X1A

Sugzeablon Mo, 2502 - (Erief in 27 Septembor

T08: Rgenda) Lneirnen/SA Commdttes hes agreed
w1%: ChairmanfHonor Awards Board thet SA
Com:itites chould take action on thls case,

ATtor Compsl ttee dlscussion, methed of grant-

g a-emrci to be worLed out by Exemti% Saoretm,n
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CONFIDEE TIAL

Szggantion No, 1239

Detz of Suggesilons 15 Oﬁ‘i}éber 198
25X1A _ Office of Roports and Hesearch G55

Sk m’ the *am: : 'gn:

Sugpenter proposes the adoption and wse of Top Secreh
Gontiol Caxd Form Ho. 516.

 Exsgutive Secretary's report of this case:

The owiginal evaluetion of iy Suggestion wes meds in
Sovenheor 1954 by Top Sscret Conirol and turned dowa for the
weason, "Thig gaggestion is not saﬂafacim’y for Azenoy o
wide adopltabllity™,

he suggestion was closed out in Augast 1955 a3 & novie
adoptlon,

In April 1956, the suggester acvlsed SAS that ORR weg
aoing the ldea of her siggestior. SAS asked Dp Sesret

Tontzel tw mawalnaw the suggeghion,

Top Seoret Gontwol mede an evaluation in July 1956 avd
again reccrmendnd roneadoption,

DU/I mede ou evaluation in Auguss 1956 and stated thed
Form Ho, 516 heu provem very useful %o %op ascret conirel
funetion within ORR., It has incressed the afficimoy of
“he top secret contyol ¢layk and permitted her to asgune
addlslonal responsibilities in the sectiom, Thls resulted
in the saving of ten o fifteen per cent of h@r tine,

N (08=5, $3670 per snmum)

Recomnendation of the Zrscutive Secrotarrs

foproval, Cesh awawd of $30 for taenglhle savings of
G550,50 amwually (based on the TS Contwol cleric in DD/
being able to assume 10-15% more dulies by adeption of tals
idea) Saving esitimato based om 15% becsusse of additional
by=product benefi ts insluding elmplification of T3 Con‘wol
work in ORf,

COURTDENTIAL
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GIA INTERMAL USE ONLY
2l Qatobar 1056
Suggestion No, 1617

Dato of Suggestions L March 1956

STATINTL B o:. ¢ the Comptioller Supervisor 0S-6

A, BSummapy of the Sugeestlons

Raration of typewrliers by deslt trayp or scwe other means
w0 #llow & moye netupadl, position for typists, This woudd
reduce fatigne and incresse the efficlengy amnd productivily
of tha typiet,

B, Evalustion of the concerned Offices

Aecords Manegenent Steff has adopted thia ldes, and has
reguested the Supply Division %o stosk 100 *iypewriier
1i£% boxes® and when they are availsble to dubligh a pauw
phlet o promots thely use,

RMS stateg thet it is inposdlbls W deterwine the benefits
of this suggestion until the boxes have been used in suffe
lciont quaniidy, but recommends nowlnal award now with
provision for zrxa  inv an additional award should omg he
Justified afte. "ie. .agf, Final evaluation is expectled
by end of 1956, .

G. Regormendation of the Executlvs SaCre ATy

Approval. Award of 810 to $25 based on Intangible bensfits,
ILLEGIB Additdlonal award to be granted at a future date if justified,

_ }

CIA INTERNAL USE ONLY
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SECRET ’
Suggestion No. 2078

Date of Sugzeation: 12 October 1956

= I

A. Summry of the Suggestion:

Sugpester designed an incinerator for use at an Qveracas
Field Station.

B. Executive Secretary's Report of this cases

25X1A B coicf, Com=o Sccurity Division
evaluated the idem. Briefly he stated the incinverator
proposcd wag put in use and is doing the job. Reccomends
a nominsl eward based on intangible benefits.

C. Recosmecndation of the Executivs Secretaxy:

Approvel. Awerd of $50 buged on intangible benefita.
PR

s P

SECRFT
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CIA INTERNAL USE ONLY
Suggest.ion No, 1836

Date of Suggestion: 25 v 1955 2l; October 1956

i
STATINTL I  0:fice of Deputy Director of Intelligencs

A, Swmemsry of the Suggestion: A - Asst. ’ 8-12

Hesormend placing candy,cigarette,and tigoke® vending
mechines in Administration Building, West Wing, first floor.

B, Ewvaluation of the Concernod Offices

The 0ffice of Logistics in October 1956 stated the
followings

" The Office of lLogistics advised ua that the Vending
Machines had been installed after tae 0ffice of Security had
arranged for escort procedures for servicing the machinss.

Logistics recommended thal the suggester be recognized
for the suggestion as it has been adopted.® '

SAS Notes
The suggeation was snb‘m!.t.fed in 1955 snd disepproved

as recommended by OL due %o the securlty haszard of servicing
the machines, ' : -

Further followeup with reveals the

L
suggestion was put into eff as a result of a request by
2 member of the DCI Steff, h recomuendsation for -
award was baged on a known morale ractwr if suggester ia not
recogm.sed, '

C. Recommendation of the Executdve Secretary:

e ot of spprecistish
il otter of appreciation) based on recommendation of Mr.
STATINTLW a No cash award 1s recommendsed, becense the Luprove-

ment did not stem from her suggestion pex I of

-~

RE&C THv,/O0L

|
10 gt
— CIA INTERNAL USE ONLY
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SECRET

Suggostion Mo, 2343

Date of Suggestiont 27 April 1956

25X1A I o:cic ~f Comptroller Fiseel Accountsnd
" Assiptant GS-9

A, Summsry of the Suggeshion:

Suggestion is abttached to 2 Avgust 1956 Agenda,

Be Evalvations of the Office comcernsd:

: » " ““7 (}un@
Fwaluaiions of the 0ffice of Comptroller dated 27
1956 and 20 July 1956 are atieched o 2 August 1956 Agerdag

54 Noles
d ] stion
A% the 2 August 1996 Comvi ttes meeding the sugge 4
wag doferred at the request of _wuo £cl% that
greater SavVings were involved,

A& yoegvaluation by the Office of the Cempliroller is
attaciied, ‘ o

C., Regommendation of ¥ - “recative Segretary?

Approval, Auverd of $165. $50 for tangible savings
of %2’653 pl'm:zso intangible savings of $75 (local mpplication
slipht to moderate degree of benefit)e

\AQ#/LQ/"jG}A
K" Z

g

SECRET
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SUGGESTION NUMBER

EVALUATION OF EMPLOYEE SUGGESTION - in

T0:  EXECJTIVE SECRETARY, FROM: Chief, Technical Accounting Staff,

INCENTIVE AWARDS COMMITTEE Q7 fice of the Campiroller
_ACTION RECOMMENDED

ADOPT FOR USE. (DATE ADOPTED i )
ALREADY IN EFFECT -BUT THIS SUGGESTION MAKES ADDED CONTRISUTION. (SPECIFY BELOW)

1.
INDICATE ACTION 2.
RECOMMENDED BY 3. DISAPFROVED FOR ADOPTION.
PLACING ACTION 4. ALREADY (N EFFECT ANO NO PART OF THIS SUGGESTION MAKES Anotp CONTRIBUTION,
NUMBER IN BOX 5. REQUIRE FURTHER $TUDY. (EXPECTED DATE OF COMPLETION i )
6. OTHER (SPECIFY BELOW) :
D 7. REFER SUGGESTION TO COTHER CORPONENT)

REASONS FOR RECOMMENDAT ION

ncentive Awards Committee in making final determination, sn anslysis of the anticipated
g?r::d;:l:?l'::szn‘h'-:d/or other benefits should be shown here. If spplicable, Indicate and explain below pro-
posed disposition of savings as (1) ellotment sevings., (2) increased output at same cost or (3) spplication of
resources saved to some other necessary activity. If suggestien contains |ntangible velus, such ss morsle,
safety, etc., please indicate the extent of the ares which you think the suggestlon will affect, i.e.: the im-
mediate ares, office-wide, Agency-wide. Attach additionsl sheet if more space is needed.

1. In response to your request of 4 Septembér 1956, Employee Suggestion
No. 2343, to expedite preparstion of Finance Division posting documents for
Machine Records Division processing has been reexamined, with perticular atten-
tion being given to the intangible benefits which might accrue to the Agency from
adoption of the suggestion. .

2. Intangible advantages vere described in paragraph 3 of the 27 June 1956
statement of evaluation and-were given an evsluation on 20 July 1956, C

3.  The suggestion refers to intangible savings in other Bections within
the Accounts Branch and to savings to Budget Offigers in other components of the
Agency, due to reduction of transcription errors. However, reduction of trans-
cription error is a rather nebulous problem on which to make a determination with

again and the additional information obtained indicates that this phmee of the
suggestion may have somevhat broader application than previously stated, .

| tages (savings in man-hours) which might accrue.to them as a result of adoption

statements. Three of the four.officers stated that there would be little effect

as most adjustments were made for other reasons. The other officer indicated that .
for kis purposes there would be some advantage because several adjustments had to
be prepared for transcription errors. The information obtained seems to indicate
that not too mery transcription errors occurrel or that if errors were more frequent
than shown, the errors were not being detected by the budget officers and correc-
tions made. If this latter situation is trte, (i.e. errors made but not corrected)
then the elimination of transcription errors would improve the accuracy of the
accounting records, regardless of whether errors were detected and corrected or not

s d e

any degree of accuracy. The extent of such savings has, nevertheless, been examined

L. Several budget officers vere requested to give an estimate of the advan-. -

of the suggestion and elimination of transcription type errors in their sccounting

E CONTINUED ON ATTACHESD INELY

BATE e SIS ATORT ¥ AVALURYTRS SFF TETAL T¥73s Wala WhT TIYIS)

FORM NO, Zuqb REPLACES FORM 37-1¢408
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USE LETTEREX 1O MAKE
COPIES, IF THEY ARE
REQUIRED,

. 3
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EVALUATION OF EMPLOYEE SUGGESTION

SUGGESTION NUMBER

2343

T0:.

EXECUTIVE SECRETARY,
INCENTIVE AWARDS COMMITTEE

FROM: Chief, Technical Accounting Stafrf,

office of the Comptroller

ACT1ON RECOMMENDED

INDICATE ACTION
RECOMMENDED BY
PLACING ACTION
NUMBER IN BOX

]

NS AN -
LRS- A

ADOPT FOR USE. (DATE ADOPTBD . )

ALREADY IN EFFECT BUT THIS SUGQESTION MAKES A_DDID'CONTIIUUTION».
‘. .

(SPECIFY BELOW)
DISAPPROVED FOR ADOPTION, ‘ . ’

ALREADY IN EFFECT AND NO PART OF THIS SUGGESTION MAKES ADDED CONTRIBUTION.
REQUIRE FURTHER STuDY. (EXPECTED DAYER OF COMPLETION )

OTHER (SPECIFY BELOW)

REFER SUGGESTION YO W

REASONS FOR RECOMMENDAT ION

first
posed

In order to guide the Incentive Awards Committee in making

final determinstion, an analysis of the anticipated
If spplicable, indicate snd explain below pro-

5enr°s savings and/or other benefits should be shown hare.

ispositlon of savings as (1) allotment savings, (2) incressed output at eeme cost or (3) application of
resources saved to some other necessary activity, - If suggestion contains intangible value, such as morsle,
safety, etc., please indicate the extent of the ares which you think the suggestlon will affect, i.e.: the im-

mediate area, office-wide, Agency-wide.

Attach additional sheet if mote space Ls needed.

5.

Budget Officers contacted were generally quite complimentary to the

Job belng done by the Voucher Preparation Bection, especially on the sllotment
verification function. This situation should be further improved with complete
impiementation of the suggestion and is another intangible benefit.

6. The information obtained cannot be interpreted as conclusive one way
or another on the extent of transcription errérs due to the 0ld methods. How-
ever, in order to give the advantages of the suggestion any benefit of doubt,

- the "intargible" advantages have been reevaluated as having local extent in their
application and as being of slight to moderate benefit to the Agency. These
terms are in accordance with the terms and definitions stated in guidance chart
previouely furnished this office. ' - '

7. Thie evaluation supersedes the.statement of 20 July 1956 and may be. of
ussletance to the Awards Committee in determining an apppropriate award for the
suggestor in addition to an award as may be-justified on the basis of the cask
savings stated on-27 June 1956, ’ R - o

I

. .
D CoONTINVED ON ATTACHED SHEIETY

TETORRYORE SF IVRLUAYTRE SFYTETAL ~(Typs Kwa SATTTYIS)

FORM NO. zuqb REPLACES FORM 37. 16848
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SECRET

Suggestion No, 285

Date of Suggestion: 1l August 1956 25 October 1956

25X1A _ office of the Comptroller Finance Assistant

A,

B,

Co

GS=T

Sumary_of the Snggesﬁom

employeas,
Evaluation of the Concerned 0ffices

The Office of tho Comptroller on 19 October 1956 stated
the followings

" The suggestion was not adopted as submitteds The
problem of overpayments resulting from failure %o stop
galary payments upon termination of a contract has becn
the subject of mich discussion by Finance Division.

Pogsible solutions to the problem have been almost a

constant subject of roview and discussion. Review of the
guggestion at this tWine might have indirectly contyributed
to development and adoption of the card index of contract
termination dates, It 1s gifficult to say whether the
suggestlon was & contributing factor because of the ine
tensive efforts made to resolve the problem.

"Any benefits or savings which may accrue %o the
Agency from use of the card index are quite intangible
end cannot be specifically gvaluated, There is no set
pattern of overpayments resulting f#rom overlooking term-
ination dates in the payroll process which would permit
a determination of a given savings. 0f course, any savings,
large or mmall, would be advantageous, In the absence of
a better yardstlick, the suggestion may be qualified as of
wglight" degree of benafit, and of n}im ted® extent of
application, in accordance with standards established for
intangible beneflis."

Recommendation of the Executive Secretarys

Approval, Awerd of $10 to $25 based on intangible
benefits (slight benefit=limited spplication)
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REFERENCE '3 Memorandum to Exscutive &cretary,
Suggestion Avards Committee, from
Deputy Director/PPS/08, same subject,.
dated 2 October 1956 (with. atuchmmta)

1. Review of available information in this offioe .reflscts that.
Agency representatives previously discussed with the gppropriate
]

officials of the pmlible personnel
problems regsnung employaes of that mtm..u.mf

2. It is etrongly recmndad thaf; the prooadum tor hanaling
suggestions emanating from this installation be discussed with the

appropriate ibpmunutivu. If you.

¥ .
prefer, this office is pnpmd to uaiﬂ; ‘you in the lminary
discusaiom _ ' I

~ ,‘.
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CIA IFIERNAL USE ONLY
Suagestion Ho. 2515 L6 October 1956

Date of Suggestion: 7 Septesber 1956

STATINTL T Office of Research & Reports

A.

B.

Seeretary GS-5

Sumsary of the Suggeetion:

Buggester proposes that employees be encouraged to
return suppliez to the supply room end thst Agency policy
berormlatedsothat;mmnmlinthempplymbe
reqxﬂredtohen&autmturmdmtuiﬂsbefomta&ehing
new items. She relatel an incident where she attempted
wmtmmwitfmummlyclark,mhn
ausgeatadthatshathmwthmwaahmwombe\m-
yopulax if he tried to hevd out used items.

Evalustion of the Concimed Qi’ricc:

¢ The Office of Logisties an 27 Septesber 1956 stated
the following: ‘

"The policy of tho Building Supply rocms is to issue
used meterigle from thoiyr stocks prior to issve of new
ltema. While it is regretful thet ths incident digcussed
in this suggestion cecurred, it is encouraging when persons
m&m%am@timmmmmmmto
inform this offica.

"This suggestion is presently in effect. Quite

mnnﬂly,inhrme\a};sp].ycﬁmwmhmmm

effecting issues, some:ne either does not get the word
or alse grovws lax in performing his duties. I% has alvays
bmpﬂiw%mtmwmsmmmum
vﬁuchmnatbaingmﬂ,orforuhichthamamhmr
exists. This is especielly true for items in condition
to be reiseued. This voliey is of course eonditiornsd upon
thamteﬂalbeiugoratmam:;mﬁtywhmthamt
of procegsing, separating and reissuc doas not execead the
cost of new matsrial. Were we not to meke this stipula-
tion, much effort would be expended to 1ittle avail and

adninistrative items in the supply system, amd to enphe-
sisemioustmtsotmmymcipnmm&hwem

spplicability to all employees.
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Cid THWTERHFAL USE CHLY

"Flsees axpress our gratituds to the suggester for
bringing this regretiul instaves to our attention, and
our apoloegles for any erbarrassment ovr oclerk may bhave
eausad.”

Recompndstion of tho Zveeutive Semtafg:

Approval. Award of $10 to $25 for intangible bene-
fits. Our recommsndciion is contrary to recommsnistion
of Office of logisties. Howmver, the suggestion 4id
stimidate thought on = problem, avd as & resuli, ithis
subjeet will be discuzsed im the next Supply Bullotin.
Although this idea iz steted to be standard operating
policy in OL, if the suggester is belieoved, 1% appescs
that ths OL policy is not known by the Building Supply
Officers vho mwl be the implemsniers of such a poliey
if it i3 to vork.

Benafit diresily stemxing from the suwggestion should
repult from the reminder to all Adwinistrative Offiecers
end other recipients f the Supply Bulletin that this
is the Ageney's poliey on comsexvation of supplies. A
policy approved by tur wansgement but wnknown at the
working level cewnot e oonsideyed as truly "8.0.P."

No suggestlon for ¢hooge can be submitied without at
lsast implying that ¢here is room for improvemsat in
prasent system. Unleass Agency officials are willing to
entartain snd recognize eritical suggestions, they will
soon discourage any idess from employess. Turning down
such eritical idess will effect adversely owr employees'
paxrticipetion in ths Suggestion Awerds Progrom.

CIA INTERNAL USE ONLIY
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GTA INTEHNAL USE owLy
. Suggestion No. 2535

Date of Suggestion: 20 Scptesmber 1956 : 25 Qetober 56

D @ ntolligouce Asst. 057

Svgmury of the Suggestion:

‘ Suggeétex' proposes the sdoption ol the following to expedite

vare checking in RI:

8. Taat BRI inciiate the practice of indiceting sex (M or F)
wizen indexing names. :

b. That this identifying iniwmation be vequired on Form
362 “"Hame Check and/or Document Request Service". .

B. Bwaluation of the Conceyred Offices

Te Ciief, RI on 17 October 1956 siated the following:

“RI has ted procedural inebtiustions in effeet For scee
Glme wiere date Indilcating eex is vntered on index cayds. This
is occomplishad by %yping on the indox cardy honerifie titles
denoting e6x, e.g., Mr., Mre., HMiss, Mile, Mae, M., gte. in

ell langvages; moiden or nee nawes; relatlonships indiceting sex,
€.g8., Tather, mother, slster; olco vamés in certain ethnic groups
indicate sex by the surneme ending. It is nod alvays pospible

- o Indicate sex oa index cavds ag il camaobt be deterwined from

the conteat of & veport or Trom the individusl nome. Hovevey
this could de corrooted tharougn refinesents in reporting methods.

"Weile the suggention bus mrde vo contribubion to existing
procedures, it hes reminded RI of the pessible impovisnce of
gex Tor ldentification pwposes end provisions eve baing madsn
for thls information ow 7t loast two of the stauilord forme uvsed
in RX for neme checkine, ate.

BUGGRITION AWARDS STAFF NOWE

Follow up with [N oC/r: cn 25 Octover 1036 vevealed

that the benefits are futan;ible. He vocomsends eward of $15.00
{s1ight benefit limited ap) lication)

€. Recommendstion of the Byeowi.ive Secyetary:

Approval. Awardof $15.00 based on shove recommenéabiong of IC/RI
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CONFIDEN TXAL
Suggsation No, 2402
| 16 October 1956

Date of Suggestion : 15 June 1956

25X 1A B occoonnt sterr, 0o/s ooy Examiner
G5-13

A, Summary of the Suggesiions

. Suggester proposas that the current Agency open-~type
bulletin boards be replaced with glasged in controlled
bulletin boards, The use of controlled type bulletin
boards would pravent she present practice of "anonymous®,
many times cbjectionsble type postings, Effective com-
mnications via bulleidin Boards can only be echieved
through 2 truly controiled posting system whereby all
material can be centrally sereensd and evaluated as to
sontent, purpose, security, ate,

B. Evaluation of the Conserned Offices

The bffice of Personnel on 12 September 1956 stated
. the following: ,

"Hght control over Agency bulletin boards would of
courss preclude unseutiorised postings, It is debatable
whether such events sxe in themselves so serious as to
warrent the expenditure of tims and roney which would be
required to estsblish and maintain such contrel, It is
our view that they are not, Further, this Office is not
staffed to the point st vhich it can afford to assign
one employee solely to the bulletin boardseevhich would
be required to impleront the system proposed,

"We would defer o tho views of the Oflice of
Security with respect to the securliy hezards in the
present system, It would geem to us that each mamber
oft the Agency is obliged to accept his individusl ros-
ponadbility for the application of security rules and that
dlgregard of security conglderations in this area ig as
serious s in any otherp,

Approved For Release 2001/07/31 : CIARDPY620832A000300010009-4
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CONVIDEN TIAL

Suggestion No, 2402
Continued

"ie are pleasad to receive suggestions for iwproving
the tulletin boerds becguse of thelr importance as one
of a very feuw means of Agency-wide management-employee
relations, It is unfortunate that the suggestions at
hand depend upon the assignment of manpower that simply
is not available for thlis purpose, It is owr hope that
the control and use of our bulletin boards can bs effecs
tively centralized when we relocate to the new bullding."

SA BOTE:
25X1A orfice of Security, IR coocurs vith
Office of Personnel’s zvaluation, They further feel
that when the new building is set.up then perhaps cone
trolled bullstin boards will be in order,

C. Recommendation of the Executive Secretarys

Disapproval

CONFIDENTIAL
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CIA INTERNAL USE ONLY
Suggestion No, 2,29
16 October 1956

Date of Suggestions L July 1956

STATINTL I o:iicc of Training  Plans Office® GS-11

A,

B.

§3me of the Suggestions

Attached
Evaluation of the Concerned Offices

e Office of Personnel on 12 September 1956 stated
the followings:

#Tight control over Agency bulletin boards would
of course preclude unsuthorized postings, It is
debatable whether such ovents are in themselves so
serious as to warraat the expenditure of time and
money which would be required to establish and maine
tain such control, It is our view that they are nod,
Purther, this Office iz not staffed to the point at
which it can afford to aseign one employee solecly
to the bulletin boards--which would be required to
implement the system pruposed,

¥We would defer %o the views of the Qffice of
Security with respest to the security hazards in the
present systom, It would seem io us that each mamber
of the Agency 13 obiiped to acoept his individusl
responsibility for the application of security rules
and that disregard of security considerations in this
area is as serxious as in any othex,

"We are pleases to recelve suggestions for im-
proving the bulletin bosrds becsuse of their importance
&s one of 2 very few means of Agency-wide menagenan te
employse relations. I% is unfortunate that the BUggas-
tiens at hend depend upon the essignment of manpower
that simply is not svailable for this purpose, It is
our hope that the control and use of our bulletin
boards can ba effectively centralized when we relocats
o the new building.®

CIA INTERNAT. USE ONLY
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CIA INTERNAL USE ONLY
Suggestion No, 24429
gon® te

SA NOTEs

Office of SwﬂiyE_ concurs with
Office of Personnelts evajuation, They further feel

that when the new bullding is setsup then perhaps cone
trollied bulletin boards will be in order,

STATINTL

Co Recormendatdon of the Executive Secretarys:

Digapproval
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"%{, {5¢ “‘,t tach additipnal ahewts if necessaryj " : g‘«i .. s
e Nae ' T T
Vet You have on flle my previous suggention comcarning the Agency Communication Syste
Empluyao‘Bullatin'?aarﬁl,_(Suggpltian Neo _ 532 . .. i '

2. 1 understand that the Office of Personmel nsw has underway & gurvey of the besrdis
soms 60 of them throughout all of the Agency btulldinge - with the prospect of reducin
their aumber, and possidly re-positioming certain of them, I 23 sure you egres that

this move is a positive atep im the right directlen; howsrer, I believe that the mabt

requires actiom of a different, and mere productive, rature,

. 1 am told that eme (1) individurl, in -the Office of Persommel, has heex expected
service these 60 boards, policimg them and keeping them up~to-date with current matar
® & first-of-the-month bdasis, througheut the buildinmgs of the Agency., If the beardas
te effectively service the meeds of the Agency public ~ Wuy, egell, travel, reat, stc,
impleyee messages mast have w wide, i.s,, 60~beard, distridution: lecal, self-poated
idgtribution, on boards located iz the employea's imwedlate viciaity, 1s about as
effective ax an ad im the Office of Persoansl Newsletter - the audience is seversly
iimited to the "home folke", and the reat of the Ageney public never sess it, and
aanaetwﬁakawaévangagniyf,1t.mw‘v,-ﬂwwwﬁﬁmmwwwgw P . T

% Parthermers, under the present system of lecal, self-pasting, I daresay that a
igaificent number of Agency exployess ares nob complying with the lmstructioans en
fors 478, BULLETIN BOARD WOTICE, 1 Msrch 55. Axd isa't this onderstendadle, human
seinge baimg as they are? Fer imstance: why cemply with provislien 1, sa thut form -
vbat doss the Employee Services Diviiion de with the original cepy, file 1£7 Aud 4f
‘¢, to what purposs, imesfar ae sorvice to the individus)l iz cencermed? Pravisien Lo =
iecessary, ¢f course, but does any Agency Security Officer gyap examime these boards,
#hich certainly ces be considersd a uscurlty hazard, weder the precent systen? And
revision 3, ~ I daresay that the Employes Services imdividual regponsible for the
insk of maintaining these beards will testify to the fact that Lgency empleyses are
is%, in genersl, removinmg their ade "upon completiom ef the trawsaction or 30 days
after posting, whichever is sarlier," From my cwa rerssual obesrvation, I sugsest that
this provision ie simply unrealistic and, literally, uawerkmble,

(pleacze centinue ~ reverse

A rrh B
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5, 1 suggest that we can everhaul the facllitiss we've got ia this comumicationm éi
and incresse its present minimel effectivaneas, while nt the samwe time reducing the
costs is time smd memey, overzll, involved = by the following sctlien: .

b, %, The Office of Persornel conbtinurs mnd cempleten iis survey, andé makes &d oty
in Pulletin Beard lecatieous se that the epbimum saxvice can be rendsrod the Ageasy
gudlence, throuzheut, Undeubledly, the nuaber of tonrdn cam be cub to less tbsa 60.

v, The presont beards he remeved, and replaced with sew-atyle beards fitted with
glass fronte sad lecke., The only pereon(s) able to service theas beards will us
sutherized by the Fapleyee Services Divisien, Office of Parsounel, Hag sme eine in %
Agency will do z¥le to post & pasiage stamp en there benrds - the leck: ia khe
"Foy *te Security”, am well as the guarantes of prefeassionsl, nsnt, effective mlnten

. Term 476, BULLETIN BOAHD NOTICE, ¢r 1tw equivoleat, will contivue te be used
for the suyplersn's masomge] howsrser, it will o presaryd by the imdividusl im & sing
‘capy, Sypswrittex, #ad gent to the Zmpleyes Services Diwialew. That Divisiew will
reproduce, en the firsi of sach menth, ell F&dA: releived dwriag that menth ~ by
miveegraph, ditto, photo-offest, etc,, ths preceas woy be dnicrmined, na well as the
aize and format of the “ad" shest, when thie syziem goos inke effect ~ amd will thes
procesd §§ clear, eor erder tha natwork of Bullstin Beavd ngenis astablished throughe
the knowey tmildings to clear, the *314" add off tha locknd hesvde ssd post up the
nnw _c_{m_k:_!“.lt%h ! ‘

4

i

81, to.be poatad on the conurslled bserds. Anything wefficial® will he relegate
to the otﬁsréﬁﬂ&rdu wvhich now oxiat throughgut the Agoncy cad sre serviced by the
Genejel Sorviden Adminisutdtion, These latier bomrds, T am informed, are met & preasr
raspiaibility of Emloyee Sepvices Divislen, and gpecialisa ia "Hatch Act" warnings,

wis l':) - -

ety e freae . . .
ié Bypleims Services Division will permlt pe watevrizl, other than empleyee~origls
mater]

R~

s, The Office ¢f Cogurity vepressntaiive will, e Ffirst of ewch wonfh, effleial]
clear fer pesting every od chest destined for publivation, thus previdiag, fer the
firgt time to my knowledge, a tight securlty central Jwed Bulietin Bosrd material,

7. In the akvsencs of the exigtence of the AGENCY NEWSLEITER, I suggest that thls
guggented sysiem, or ons comparable im concept to it, is ths best asawer te providin,
P i T T ooy 1 A Y . Y PR Y i Ll L - %4 ] - oS %

w il bl v

*

meaningful service to Agency employees< who have a manifest need to "communicate”,
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SUGGESTION NO.

DESCRIPTION OF SUGGESTION '
l 2429

\, (Attach additional aheets if neceasary)

"Approved For Release zoomwmpmmmm 00094~
Suppleuent to & 29

The following informstion was submitted by telephons by
suggeater to Executive Hecretary, Suggestion Awards Committee on
23 July 1956 to mpplmnt his mggution 2429 whicl is now being
evaluated by OP:¢ A

Please 8dd to parsgraph 6 of this informetion and consider it as
part of my suggestion. All telephone calls soncerning notices which
enployees want posted are to be made to one mumber in Employees
Bervices Branch of OP. One person would be assigned to service this
telepuone, give out information econcerning posted items, and serve
as a clesaring house for all such calls either from sellers or
potential buyers. All advertisements would be mmbered, and the
responsible Enployees Bervices Branch would be charged with the
duty of keeping the master file cwurrent. The original poster of
addswmldbemlponubh fornotifyinamlmmm
1tem was sold or no longer avallsble Yor VHatever. reason. This"
information would be immsdiately posted to the master copy of the
notice in Services Bransch, and at the end of the month the notice
would be clsared from the bulletin board.

Thus, all ealls conserning posted notices would be mede to one
point with consequent redustion in mmber of calls received by the
seller after the item was 5014 or rented. This feature should provide
for better service to both buyers and sellers, a significant redustion
of telephone cells and & sure method of keeping posted information
current. This should also decyease the security hazerds under the
present system. Another by-produst would be the faot that notices
would receive wider distribution 1in all buildings instead of Just in
those which the posting employee would visit personelly.

C W L, [ comrimuno on mevinse siec

"ORM NO. 4y REPLACES 37-164 . ) )
OCT 54 WHEICH MAY BE USLe. ST . « . P .

_ a _ R R T ."h‘,j-.-g—f.a&,%: Mow “

o e ¥ LI B S
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SECRER
Svggestion No. 2kL5

Date of Suggestion: 17 July 1956

25X1A EE < Division 0815

A. Summary of the Suggestion:

It is suggested that & survey be mede, perticulsrly in
in Buildinge I, J, K, L of any windowed rooms beling used for
conference rooms. AL gamz tlme gurvey “desd roums: and estab-
ligh these as conference rooms and thus heve additionel livable
spece for office space.

{It's a morale prudlen when some people work in crowded
cemngiona and gee good space git idie for s day snd week never
m@ﬁu

B. Executive Seeretary‘s report of this cuse:

1. With respect to Suggestion Ho. 2h45, a survey hes been
wafle in Tempol-J-K-L Buildings to deternine the feagibility of
relocating present conference rooms with windows into areas
without winfows.

‘ 2. The fullowing informtion was obtained during a recent
surveys: o

&. Thore are 10 independent confervncs roomws;
three ave located in window aress and seven
in windowless aress. (The areas used by OIR
for treining and interview gawpmes were not
included in the survey.)

b, It is not feasible to relocate the conference
rooms with windears to windovless evens, because
of the space required for lerge scale briel-
ings, indoctrinations, motion pictures, ete.

c. Many of the windowless roczs, other than those
occuplied by persohnel, presently house filea,
supplies, etc. snd PBS Char Force equipment,
supplies end other facilities.

3. As indicated ahova the proposal is alyesdy in effect to
the greatest poseible extent, therefore suggestion 2hh5 makes
no 8dditional contribubtinm.

C. Bsccammaendation of the Executive Secratary:
Digapproval.
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Approved For Release 901/07/31 : CIA-RDP80-00832A000300w009-4 ‘J

Buggestlon Ho. 2h50

Date of Suggostion: 27 July 19586

s [ ..
Modiesl Stary Clerkz  @8-5

B &gmzagf o the S%:;thm

A6 Octsber 1956

Suggestey : N
Dial, é‘g‘% ”f’?:;r?%a ﬁ%ﬁﬁfg thob the Agency Jaterdeportaeutey
rwEber cerdn, i1 g SESSF OR all tolophone inptwness
Fom o ® - E-:;‘: euat the ovgeestion e oo Asiiden e A
¥ general usage dhwoushont the goveyumnns, T

B, Emlm:i‘;;m ol the Consornsd USfies:

The Gifice of Loglst
2y, - i & 4 ﬂ ’3 ﬁgi 5] A s v e
e following: o6 ea 21 Septarher 1956 atrred

"Toe cquestion
R RRANIon T such o peewd
Manspoun 4 - r BeTYL0e wns yolerved ¢
i%i;fmim Offizials of the loeal Chesuents {f‘”fﬁ‘ Fo (&gpeﬁ%
pion .ﬁm&p Qo DRy For coneidsranion andl the fell, LS
arERtion retsived, S0 Tolleving

ﬁ@;a 3 "
Purnished Ef@gf:? mmw?gg; the nmufior eard 1o pewprimded amd
Tie 6115 end exdanni B Rerviced by the Fuseutive 3 ofties
B0 oeaios 2ion muebers eve steueil imwecsed to mmob ¢
m':»ém"? »mu“:;,e requireimnng. S 2ddtion ef the &%&g _ ssz
—————. qi;e%‘@ nuzser would moke cbeelate all of g%‘%&" i
Spose to i@iéﬁﬁeﬂ,@ e that thay @o rov sllew suPriciens
Gy, the 1udsse O FOF0eE dinl code liciing. A3iticn
ﬂwﬁm}gw; i iﬁa}:‘ xgw of installing the over 150 'é-?m;véw?{w
T s nrelved end subsecuont ipgt - WS
an Sl ) Tabnequont lretallotion of new
Wgﬁﬂt &g t;;mr D agensy code mumbop ip @%;@Iﬁmﬁ the
e mm, 2 proposed servies prefubitlve. SR Bm:

o e YOOr epprogimstely fifuesn agency Qiol da]
g ebanges have teken pleso, dgency diel ecde 1ist.

b
©. Rocomemndotion of tha Brecutive Searo sexys

- Qimwm “

CIA IWTERmAY, U% %
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Date of Suggestions 12 September 1956 =

CONFIDERTIAL

Suggeation No, 252l .
- 25 Cetober 1956

25X1A _ Office of Personnel Persomel Clerk GS-6

B,

Co

ggestion:

Suggester proposes that a desk~top receptacle for
clasgified waste be supplied for use, This recoptacle
would be about 1/3 the height of the present "Sacret
Classified Waste Only® bag and be msde of paper,

Evaluation of tho Coucsrned Office:

The Office of Security on 22 October 1956

svated the followings

‘ "The regulation white paper bags, with red band
lotiered with the legend "SHCRET CLASSIFIED WASTE
ORNLY," were designed for desk or table top use, either
by individual employees or by office groupa,

"Tese bags can be modified by cutting off the
white portion above the red band and will then fulfill
the four requirements of Employee Suggestion No, 2524
in all essential points,

"The only difference between a cutwdown bag and the
model submitted with Suggestion 252l would be in height
a matter of five (5) inches, Tis is not considered
to be of sufficient advantage to Justify the purchase
and issue of the suggested bag,"”

Recommendation of the Executive Sacrs&xz:

Disepproval, |

CONFIDENTIAL

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010009-4
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25X1A

25X1A

25X1A

SECRET

Suggestion No. 2541
25 October 1956

Date of Suggestion: 2k September 1956

B comosicetions G513

A.

B.

Sumsary of the 3-ggestion:

Financial Property Accounting Procedures establish e
method whereby depot property accounts are checked by
accounts maintained by finsnce officers. The comparison
of the two accounts perteining to the same stock and the
subsequent search for cauges of digpsrity have coat many
Ban -hours . .

Industry controls its productiom through date chtained
by sampling. Many ins ections are bascd on samplea. The
reliability of the date and the best methods of sampling
are determined by statistical studies. Some organizations
are applying to their stock and inventory problems controls
developed by statistical analysis. Manegement and consultant
engineers have given this metter considerable attention.
I have heard that one such consulitent firm, the Joamn I.

Thompson & C . was hired by GSA to straighten out the
M(MWG).

It is suggested that mathods of applying statistical
controls to stock record accounts be studied, hiring con-
sultants if necessary, in order to improve the coatly time-
conguming procedure now in effect.

Executive Secretsry's Report of this case:

It is assumed that suggestion pertains to Financial
Accounting Procedures for property as covered by 25X1A
I vhich is spplicable to field activi-
ties. The meachanics of accounting for property, as
established by Agency reguletions end implementing hend-
tooks, are consistent with npoxmel prectices throughout

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010009-4
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Government organizations. The propoas) specifically indi-
cakes the use of sempling methods fur accounting which is
contrary to any sccepted principle utlilized by an orgeni -
zatlon in 2ccoumting practices. Xt is recognized that
sampling methods axe utilized in production or quality
control operations throughout industyy and »ightfully so.
This system satiafiol and accompl’ shes the desired objec-
tives. Our scecomnting problem within the crgenization is
not & metter of production or quality control, but eatab-
llshes records to Insure contyrol and proper utilization of

Government property.

The difficulties being experienced in finencial account-
ing procedures which are indicated in the suggestion are
primer: 1y the result of human errors on the part of cleri-
col perscnpel in the performance of their funetions and
noi due to the mechanics of the system. It is, however,
recognized that the system as presently esteblished is
not “letter perfect” and the Office of Comptroller, as well
as Office of Loglstic., is constantly re-evaluating pro-
cedures {0 accomplish further simplification and to incresse
the effectiveneas of the procedure.

Disgpproval.

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010009-4
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LA ITNTERNAL USZ ONLY
Surgestion Noo 2546

Bahe of Suzgestions 29 Septwber 1956 25 Oetobey 56

25X1A B oiiicc of DO/P Clexk Typist G55

A, Swmasy of the Suggestions

Saggester piope: 1 that when space safe iz 1llmd.ted that
sowgen of dlscorded cerdboard latter sime leliersy boxes
i used for muinteining 3 file of 5% x 8% cerdg, The
Lathersy box eoveras require less spaca safe than (he spage-
consuning, atiactive wooden file boxes,

B. ZGvgluation of tha a)f‘i‘lce Goncer}gjﬁx

fhe 0ffice of Records Menagenent Steff on i8 Qotober
1956 gtated ths followlage

*ivieapproval ig bagsed on ths following Wwrse [laclorss

1. A digospded Letteray poa Ix vot & saa@ie
montainer for .lmcilhg racwﬁ%

£, Unisss *i’:wre are sufficien? cards to £il1)

&

%hs bhex thers is no practical mezns of keeplng
s contents wpright,

Carda ¢ 114 by mtiiated i€ heavy mate
top while in the Pile drawer

K

P
oxial is placwy.
Zor night storage,

4 more practical soluiion of the problem would be the
was of open face steal gard treys that suspend crosswide
fron the sides of & latter, or legal size file drawer,
if Jetter size files are in use the space bLuaken up by the
pezmanent frays wuld be no greater then that taken up
5y 8 Letterex box {83 = 1‘I§7§r C

The cross«iiling cord trays are standard equipwent snd
san be socured to fit elther a legal or lstiexr sine drawer
aud foxr 3IUxG", Ly or 5%x8" cards, The space consumed
An Fwidtht arxi ®denth® will vaxy with the size card in use.

fasss trays ave porteble and cen be casily 1ifted fyom the

;é?}.lea drawer for use on a desk, ,

Co Reeommendetion of the Executive Secrotarys

Dizepproval,

Approved For Release 2001/07/31 : CIA- RDP80-00832A000300010009-4
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Suggeation Ro. 2572

Dste of Suggestion: 2 Ostober 1955

= I

A

G

Summmey of the Suagestinn:

Suggester proposes that frontdoor stickers be furaished
forr Comeolidated Chariticos contributeza. He feels thot
this wiil show that 8 parson has conteibuted, aad 1%
will redauce the pusber of calliers asking for comtributliong.

Esecubive Secratery's report of thie come:

Charities aud wvelfave orgenizstlious narticipaving in
the Conpolidnted Chayitiss Ceupnign exe providing dosy or
vindow stickers for cantributors to thelr gpeeific can-
palgus,

Tha tnited Givers Fund, prescntly conducting the Tirst
valted campeign in ¢hoe Yaghingbon metropolitan aresn, wop
pomevhat tardy in providing sticksrs dbut they are ace @
bend and avallzble thweiwwh the vespeetive vice-chalyraen
of msjor Agency ecommuasais.

Fetionsl health agoncies snd ther welfare groupr ere
expeckel o provide similar items of recognition at such
time as thelr csppaigas arz confucted -- probably eorsly
in 1957. Thesz stickers will alec be mede svallable o
that tinz to contributors through the Conpolidated Chnxi-
ties orgenizasblonsl structure.

Reccamendation of the Executive Secrwiexys

Disapproval.

SECRET
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SBCRET

26 Octobor 1956

BEMORANTAIM FOR SUGGESTION AWARDS CUSGIITTRE
BUBJECT: Suggestiom iic. F-2453
This svggestion was returnaed from "Round Robin" with

roquests by all thres Committes msubers that [HIEEGE 25X1A
explein ressons for rejecition of this ides.

25X1A
Ezecutive Secretsry
Suggestion Awards Commsittse

Approved For Release 2001/07/31 : CIA-RIgR8Q#»80832A000300010009-4
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. . . ~, §
MEMARANDUM

20 June 1956
™ ¢ Chisf, Personnel Divislon, F'E'S\}ppoxft Base ‘ '
FREM % 0 a '

SUBJECT® ,‘-ﬁi:p.l ¢yee Suggesti on

loI suggest that me'uoﬁéy expend the use of ‘abbreviations in cables
to includs 8 code letter, or letters, for commonly used phrases, A survey

. of Suppor{ Bass cables indicates s great quantity of cables which really

axount to forw letters. World-wide the Agency must send thousands of
Arrival catles alone, with similar numbers of Departure, Shipment of HHE,
and other *form” aotices, The Cowmercial cable and talegraph companies use
s zimler idea in their cut-rste Birthdsy Grseting and other "atock®
ERSSAZeL e .

"2, Sufficieat dats is not available here to determins the best means
of applying this ides to our specific purposes, but for i{llustration pur-
poses only & simple letter code such as*.the following would permit . the
savings indicated on the attached three samplee:

. A = Arrived this post - .
"B = Departed- this. post
C - Commsence Post Differential
D = Wwith Dependents .
% « Employee last psid thrcughb
F = Future Salary to be paid to Btateside Allotte
G -~ Will arrive your post .
H ~ Home leave '

I e ety

HEE0 (KR, ABy ACy stCo 1f necessarys)

Approximately 75% of the massags can bs reduced to a few letters

- with the use of such "form letter® type of cables, = o

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010009-4
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USE LETTEREX TO M4s-

‘ g NO7  COPIES, IF THEY 4k
i A { REQUT RED.
EVALUATION OF EMPLOYEE SUGGESTION PUSSESTon wumecn
F2L53
T0: LXECUTIVE SECRETARY, FROM: -
INCENTIVE AWARDS COMMITTEE Chief, Communications Security Division
____ACTION RECOMMENOED o
ADOPT FOR USE. (DATE :))orrw )

ALREADY N EFFECT BUT THIS SUGGESTION MAKES ADDED CONTRIBUTION. (SPECIFY BELOW)

1.
INDICATE ACTION 2.
RECOMMENDED BY 3. DISAPPROVED FOR ADOPTION.
PLACING ACTION 4. ALREADY IN EFFECT AND NO PART OF THIS SUGGESTION MAKES ADDED CONTRIBUTION.
NUMBER IN BOX 5. REQUIRE FURTHER STUDY. (BXPECTED DATE OF COMPLETION . )
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In order to guide the Incentive Awards Committee in making final determination, an anslysis of the enticipated
first year's savings and/or other benefits should be shown here. If appliceble, indicate and explain below pro-
posed disposition of savings as (1) sllotment savings, (2) increased output at ssme cost or (3) epplication of
resources saved to some other necessary activity., If suggestion conteins intanglble value, such as morale,
safety, etc., please indicate the extent of the area which you think the suggestlion will affect, i.e.: the im-
mediate ares, office-wide, Agency-wide. Attach additional sheet if more space ls needed.

l. The suggestor proposed that the Agency expand the use of abbreviations
in cables to include the use of code symbols to replace commonly used phrases,
The suggestor particularly emphasized the use of symbols for administrative type
cnbles which many times are repetitive in nature such as ETA cables, shipment of
houschold effects cables, and so forth, We believe that the idea of reducing
repetitive phrases is fundamentally a good one and should ba actively in effect
by all originators of such cables. However, we have found that rather than
establish "a code symbol system" a severe editing of such cables will produce

hetter and more practical results.

2. The problem of reducing text is a continuing one and has only recently
resulted in the major components of the Agency with the Signal Center introducing
a cable writing course. This particular suggestion will not aid the program in

any waye
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MEMORAMDUM FOR SUGGRSTION AWARDS COMMITIER:

The attached suggsstion has been processing for some tine
and is considered by us %0 he & prcblam. Hovody seems willing
%o adopt it, and & Compittee mamber &id not sgres to disap-
proving it for edoption when circulated on Round Robin.

It 18 suggested that the Comsittcee mexlexs rovieyw the
attached materisl snd recommend to the Bxecutive Sscretary
e ﬁmsitim of ths suggestion.

, Wmactionisthattheimmmwte“aen”
iteelf to the point of being sdopied after reaaonpble cir-
culetion and therefore sixwld be rejected. It sseme tO be
a good idea, vhich ccmes before 1is time, as no one will
280pt 1t even on a trial bsils.

Executive Becrotary
N Suggestion Awards Cosaittse
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